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14 The Sand Castle

1.   PURPOSE.
a. To recognize and honor an employee who has demonstrated a professional attitude

toward their job and whose work reflects that attitude.
b. To promote professionalism among the clerical staff.
2. APPLICABILITY.  Any employee of the clerical field as defined by FPM 720-2

(secretaries, clerk-typists, et al) is eligible to receive this award.
3. AWARD CRITERIA.  This honor will be awarded to an employee within the clerical field

whose dedication is evident in one or more of the following ways:
a. Completion of tasks with timeliness, accuracy and efficiency.
b. Self-respect and professionalism, which reflects the standards expected of Corps

employees.
c. Commitment to and identification with the District and its missions as evidenced by

respect for the work and the “rules-of-the-road” such as punctuality and reliability.
d. Exemplary representation of the District through dealings with the public and other Corps

offices.
e. Evidence of good working relationship with co-workers and management.
f. Experience in the secretarial/clerical field for one (1) year prior to being nominated for

this award.
g. Full or part time employee.
h. Nominated by a Galveston District employee.

This award is to be based on current activity – not past performance.  Consideration will be given only to
performance or activities occurring during the preceding year - 1 February to 31 January.  It is understood that
this award will not be granted lightly.

I nominate:  ________________________________________________________________

____________ _________________________ ___________
Office Job Title Grade

To receive the Galveston District’s SECRETARY/CLERICAL EMPLOYEE OF THE YEAR AWARD.

_______________________________ ______________ _________
Nominator’s Name (Optional) Office Extension

1. List specific examples of nominee’s professional attitude toward their individual position as a
Federal Employee.  Such examples might include instances when the nominee has exercised inde-
pendent judgment, taken initiative on work tasks to accomplish a project, utilized customer care
concepts, and maintained a professional manner.

2. List ways in which this nominee has completed tasks with timeliness, accuracy, and efficiency.  Cite
examples of how this individual has exceeded in the performance of required work tasks.

3. List examples of individual’s good working relationship with co-workers, management and the
public.

4. Should you wish to make additional comments

 I   N      T   H   E      D   I   S   T   R   I   C   T

SECRETARY/CLERICAL
EMPLOYEE OF THE YEAR AWARD
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The heart, approximately the size of a man’s
fist, is a hollow muscular organ. It weighs roughly
300 grams in men and 250 in women. Although the
heart comprises only about 1 percent of your total
body weight, it uses 5 percent of the blood supply
that flows through your body.

There are approximately 60,000 miles of
blood vessels in your body. These vessels oxygenate
your body’s tissues, carry away bodily wastes, and
act as strict regulators of your body’s internal
environment. If placed end to end, the blood vessels
in your body would stretch almost three times
around the equator!

The heart, a life-giving pump, is a simple
machine with an extraordinary mission. Although
there are vital connections between mother and
unborn child, a two-month fetus possesses a minia-
ture version of the adult heart.

Capillaries are the smallest blood vessels in
your body. Their walls are only one cell layer thick.
They are the sites of gas, oxygen, and carbon
dioxide, exchange with both the cells and lungs.

A heartbeat cannot be heard. The sound you
hear when you listen to someone’s heart is that of
the heart valves closing. A heartbeat itself is a silent
contraction of the heart (cardiac) muscle.

Your blood travels through your arteries at a
pressure high enough to lift a column of blood five
feet in the air. About every 23 seconds the blood
circulates through your entire body. A single blood
cell makes about 3,000 round trips through your
circulatory system every day!

If your heart beats approximately 72 times
each minute, by age 65, your heart will have beaten
about 2.5 billion times! Your heart rests between
beats. If the length of time of these rest periods over
your lifetime were added up, you would find that
your heart stands still for about twenty years.

Inside your body, the blood appears to be
blue in color because the blood in your veins is not
combined with oxygen. Blood is actually red, not

blue. The more oxygen in your blood, the brighter
the shade of red. For example, when you cut
yourself and your blood hits the surface of your skin,
it recombines with oxygen to yield the bright red
color.

During the period of the month, all of your
red blood cells are replaced with new ones. White
blood cells and platelets are continuously being
replaced too.

All factors considered several cardiovascu-
lar-related physiological differences exist between
men and women. Most of these differences are
responsible for the fact that men have great endur-
ance in aerobic activities. For example, the male
heart is larger (actually and relatively) than that of
the female. Men also have a higher percentage of
red blood cells (the oxygen-carrying component of
blood).

Accordingly, for a given sub maximal
workload, because men pump more blood during
each heartbeat and deliver more oxygen to the
working muscles, they tend to have to exert less
effort than women to accomplish the same amount
of work.

It also needs to be mentioned that cardio-
vascular disorders, including heart attacks, strokes,
and congestive heart failure, are the leading cause of
death in the United States, killing nearly 1 million
Americans annually. Add the possibility that the
complex network of vessels may become con-
stricted, weakened, or clogged for a number of
reasons, and it’s easy to see why the cardiovascular
system is a prime candidate for malfunction.

Now that you are aware of some of the
unique properties and life-sustaining functions of the
heart and blood vessels, as well as possible disor-
ders that could occur, you should realize how
important it is to take good care of your cardiovas-
cular system. Your cardiovascular system must
function efficiently and effectively to allow you to live
not only a long life, but also a “quality” life.

Matters of the Heart
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